


 
 
 
 

 
 
 
 
 
 
 
 
 
 

PLAN PREPARATION GUIDE 
 

The text and examples of The Plan Preparation Guide have 
been prepared for use by both engineers and technicians in 
the preparation of project plans for the County of San Diego, 
Department of Public Works, Engineering Services Section. 
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1) GENERAL 

A) CADD DRAWINGS 
All plans prepared for the County of San Diego Department of Public Works shall be designed 
and submitted in AutoDesk Land Desktop 3 format.  DPW CADD standards shall be maintained 
for all submittals.  Information may be obtained at:  
http://www.sdcounty.ca.gov/dpw/permits-forms/engstd.htm. 

 

B) DRAWING MATERIALS 
Project plans shall be plotted on matte finish drafting film using black ink.  The sheet size shall be 
36” x 24". 

C) BORDER 
The County of San Diego Department of Public Works Title Block shall be named tbbase.dwg in 
the project directory and used as the border for all plan sheets.  The associated AutoCAD 
drawing file, Tbbasei.dwg, shall be used to identify the individual sheets of the project set.  
TitleBlock-DPW.dwt and tbbasei.dwg are available at:  
http://www.sdcounty.ca.gov/dpw/permits-forms/engstd.htm. 

 

D) STANDARD PLANS & STANDARD DRAWINGS 
Standard Plans and Standard Drawings shall not be altered and must be submitted as a part of 
the project plans.  Where the details shown on the Standard Plans or Standard Drawings do not 
fit a particular situation, details for the particular situation shall be shown on the applicable sheet 
of the project plan (i.e. construction details, drainage details, etc.). 
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2) EXAMPLES OF PROJECT PLANS, INSTRUCTIONS, AND 
CHECKLISTS 

 

GENERAL INFORMATION 
The example sheets contained herein were obtained from several different sources.  They may 
not necessarily reflect desirable designs or current design standards.  The examples are 
presented in the reduced (50% reduction) format size.  Explanatory notes on the preparation of 
plan sheets are included and in most instances are outlined. 
Lines and lettering (refer to DPW CADD Standards) shall be of adequate size and weight to 
produce legible reproductions in the 50% reduction format. 
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B) TITLE SHEET  
 

INSTRUCTION 
The Title Sheet of the plan set will include: the County of San Diego DPW Cover Sheet, the DPW 
Title Block, and Title Block Information Block.  The information on the title sheet shall be limited to 
that information in the “Plan Preparation Guidelines”.  Features such as typical sections, 
construction details, drainage details, standard abbreviations, legends and construction notes 
shall not be shown on the Title Sheet. 

TYPICAL SHEET INDEX 
The Index of Sheets shall list all sheets contained in the project plans.  The sheet name shown on 
the Index of Sheets shall match the name shown on the individual sheet.  A typical set of project 
plans may include the following:  

 

ROAD PROJECTS     BRIDGE PROJECTS 

 

CHECKLIST 
 Vicinity Map (project site) 
 California Coordinates, NAD 27 (show coordinates of lower left corner of the standard 200 

Scale County topographic sheet on which the project begins) 
 Index of Sheets 
 Project Location (show on county map in upper right corner of sheet) 
 Length of Project 
 Work Authorization Number (indicate on Tbbase) 
 Scales (or labeled no scale). 
 Road Survey Number - N/A if not applicable (indicate on Tbbase) 
 Interim Improvements 
 Community Name 
 General Notes  
 Routing Review Block (except for Final Submittals) 
 County Signature Block 
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C) NOTES, LEGEND AND PLAN OVERVIEW 

INSTRUCTIONS 
Include the following: 

• Regional Standard Drawings List   

• Caltrans Standard Plans List   

• Provide all notes and legends 

• Horizontal and Vertical Control data 

• Road projects - include plan overview of the project 
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D) CROSS SECTION  
 

CHECKLIST 
 Scales (or labeled no scale). 
 Layout Line (road survey, centerline, etc.) 
 Cross Slope (percent) 
 Type, Class and Thickness of Pavement, Base and Subbase (in feet, do not use inches) 
 Seal Coats 
 AC Dikes With Type Identification 
 Curb and Gutter (include dimensions not shown on standard plans) 
 Basic Right of Way Widths, Stationing Limits Below Each Section, Smallest Station at Top 

of Sheet 
 Pertinent Existing Features 
 Profile Grade Point, Widths of Pavement, Shoulders, Medians, Sidewalk, Ditches, Etc., in 

Feet (do not use inches) - indicate limits of variable dimensions 
 Saw Cut Line 
 Cut/Fill Slopes (catch point, slope ratio) 
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E) PLAN AND PROFILE  

 

PLAN INSTRUCTIONS 
Only those existing topographic features which affect construction, and which are essential for 
field orientation of the plans shall be shown (as an external reference).  In urban areas, contour 
lines generally need not be shown.   
Show all centerline data: Stationing equations; Tangent distances and bearings; and curve 
stations, radius, length, delta. 
Show proposed: edge of pavement (or lip of gutter and top of curb); edge of shoulders (or back of 
walk); all drainage structures; survey monuments to be set; fences, guard railing, barriers, and all 
other facilities to be constructed.  Solid lines shall be used for proposed construction items (refer 
to “DPW CADD Standards”). 
Indicate the work to be performed: 
Existing facilities: 

• Use phrases similar to "Abandon" or "Remove", “Join/Match Exist”, “Protect In Place”, 
“Reset”, “Relocate”, “Reconstruct”. 

New construction: 

• Do not use "Construct", "Place”, etc., these terms are superfluous. 

• Include all necessary dimensions, station and offset. 

• Toe of fill and top of cuts (except where grading is minimal). 

 

PLAN CHECKLIST 
 Scales (or labeled no scale). 
 Layout Line (road survey, centerline, etc.) 
 Standard North Arrow 
 Underground Utilities (sewer, water, gas, and telephone) 
 Utility Poles 
 Match Lines 
 Bearings 
 Bench Mark 
 Right of Way Widths 
 Roadway Widths 
 Standard Legend (show on each plan sheet) 
 Driveways (station, width, surfacing) 
 Survey Monuments 
 Pedestrian Ramps 
 Existing Features (shaded lines, dashed lines) 

PROFILE INSTRUCTIONS 
On combined Plan and Profile sheets, the profile stationing shall line up with the stationing in the 
plan portion. 
Extend the original ground line a few stations beyond the beginning and end of the project. 
Elevations and stations are to be shown at BVCs, EVCs, PRVCs, PCVCs, equations, paving 
notches, broken profiles for datum changes, and each edge of the sheet on profile grade.   
Vertical curve lengths and tangent gradients are to be shown.  Gradients must be shown at points 
of reverse or compound vertical curvature. 

 

PROFILE CHECKLIST 
 Elevations Labeled at Both Edges of Sheet  
 Profile Lines With Label and Grade in Percent 
 Superelevation Diagram (show directly below the corresponding profile where sufficient 

space is available) 
 Original Ground Lines With Label  
 Vertical Curve Lengths 
 Elevations and Stations (shown at BVC, EVC, PRVC, and PCVC) 
 Utility Crossings 
 Equations  

 

SUPERELEVATION DIAGRAM INSTRUCTIONS 
The following should be included: 

• Stationing. 

• Superelevation in percent. 

• Axis of rotation (0% line). 

• Curve points - Vertical lines should indicate the location of all horizontal curves BCs and 
ECs. 

Certain combinations of profile grade line, vertical curves, superelevation transitions, and variable 
pavement widths may produce undesirable pavement edge profiles.  Where these combinations 
occur, it is essential to plot edge of pavement profiles and graphically adjust bumps and drainage 
pockets.  These should be drawn to an exaggerated vertical scale and plotted separate from the 
project plans, and submitted to the Resident Engineer and Field Surveys for use in staking. 
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F) DRIVEWAY AND CURB RETURN PROFILES  

CHECKLIST 
 Scales (horizontal, vertical) 
 Original Ground 
 Slope (percent) 
 Type, Class and Thickness of Pavement and Base 
 Stationing Below Each Section, Smallest Station at Top of Sheet 
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G) STORM DRAIN PLAN AND PROFILE 

PLAN INSTRUCTIONS 
Separate Storm Drain Plan Sheets (if required) are prepared on duplicate skeletons of the base 
plan sheets. 

PROFILE INSTRUCTIONS 
Where storm drain facilities are to be installed or constructed, strom drain profiles shall be 
prepared for inclusion in the plans.  A profile of each proposed storm drain system shall be 
plotted on the Storm Drain Profile Sheets.  Each Storm Drain Profile Sheet shall contain the 
following data for each storm drain system: 

• Type, size, length and location of culverts 

• Culvert appurtenances (including but not limited to, headwalls, wingwalls, drainage 
inlets, flared end sections, inlet and outlet structures) shall be shown and labeled 

• Original ground and finished grade profile 

• All flow line elevations 

• All underground utilities crossings 

• Slope of the culvert shown in percent 
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H) RETAINING WALL PLAN AND PROFILE  

 

INSTRUCTIONS 
Standard Plans and Standard Drawings are available for a variety of retaining walls.  Loading and 
foundation requirements are outlined on the Standard Plans and Standard Drawings.  For sites 
with requirements that are not covered by the Standard Plans or Standard Drawings, a special 
design is required. 
A foundation investigation should be made for all locations at which a retaining wall is being 
considered.  The Department of Public Works Materials Testing Lab typically makes foundation 
investigations. 
The retaining wall plans should include a plan view, an elevation view and typical section. The 
elevation view should show (and be identified as such): top of wall elevation, top of footing 
elevation, finished grade, and original ground line at the wall layout line.  The original ground line 
is also to be shown on the typical section. 
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I) TRAFFIC SIGNAL 
 

CHECK LIST  
 Scale (or labeled no scale) 
 Layout Line (road survey, centerline, etc.) 
 Pole and Equipment Schedule 
 Detector Assignment Schedule 
 Phase Diagram 
 Typical Loop Spacing 
 Pedestrian Ramps 
 Conductor Schedule 
 Typical Pole Location 
 Legends (Stop Bar, Arrows, etc.) 
 Striping, Lane Widths 
 Standard North Arrow 
 TR Number 
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J) TRAFFIC CONTROL PLAN   
 

INSTRUCTIONS 
These plans show the sequence of operation, work to be performed, and the traveled way to be 
used for all movements of traffic during each construction sequence. 
Stage Construction, Traffic Control, and/or Detour Plans shall be included in the project plans 
when detours or staging of the work is needed.  Where sufficient information to construct detours 
cannot be shown on the Stage Construction and Traffic Control Plans, separate Detour Plans 
shall be prepared.  Stage Construction and Traffic Control Plans may be prepared by utilizing 
duplicate skeletons of the base plan sheets. 
Each stage shown on the Stage Construction Plan shall show: 

• Existing roadbeds and roadbeds completed on previous stage 

• Construction to be performed in the stage shown 

• Traffic direction and number of lanes available in the stage shown    
Existing road or detours that have been replaced by permanent construction in previous stages 
shall not be shown on subsequent stages. 
 

PLAN CHECKLIST 
 Scales (or labeled no scale) 
 Standard North Arrow 
 Underground Utilities (sewer, water, gas, and telephone) 
 Utility Poles 
 Detour Centerline (stations, equations) 
 Bearings 
 Right of Way Widths 
 Detour Width 
 Driveways (station, width, surfacing) 
 Drainage Pipes 
 Detour Signing 
 Typical Section 

 

PROFILE CHECKLIST 
 Grid 
 Grades 
 Original Ground 
 Drainage Pipes 
 Utility Crossings 
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K) WATER POLLUTION CONTROL PLAN  
 

INSTRUCTIONS 
Every effort must be maintained to control runoff during the construction phase of the project.  
Include a plan view describing an erosion and sediment control plan.  The design must 
demonstrate that runoff will be controlled during construction and after completion. 
 

CHECKLIST 
 Temporary BMP 
 Scale (or labeled no scale) 
 Standard North Arrow 
 Existing Topography screened at 10 percent 
 Proposed Topography showing one foot Contour Lines and Elevation Values at every five 

(5) foot increments 
 Top of Slope/Toe of Slope 
 Fill Slope/Cut Slope 
 Daylight Limits of Grading 
 Roadway Widths 
 Right-of-Way Widths 
 Driveways  
 Existing Drainage Facilities with Flow Direction 
 Proposed Drainage Facilities with Flow Direction 
 Environmental Sensitive Area 
 Storm Water Discharge Location 
 Existing Graded Swale 
 Proposed Graded Swale 
 Legend of BMP 
 Description of BMP 
 Details 
 Cross Section of Details 
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